Preparing Statements

The purpose of a statement

The purpose of a statement, and something to bear in mind all the time you are creating it, is to record following a series of questions and answers, a sequence of events that will later allow someone not connected with the event to gain a clear and accurate understanding of what occurred.

Consequently they should be 

1. Clear and easy to read

2. Factually correct and relevant   

3. Should reflect the style and speech of the statement maker, not the taker

4. Be a chronological account of events 

5. Introduce any relevant exhibits 

6. Be capable of later use by sanctioning bodies i.e. professional bodies/police

Statement taking tips!

How to start? 

When taking a statement it is generally a good idea to let the witness first tell their version of events without you commencing the statement, perhaps simply making the odd note. Invariably that first account will be very short! 

As the statement taker it is your job then to start asking questions that expand on that first account. Depending on the complexity of the statement you may wish to start composing your statement at this time or continue to make notes.

Whatever way you decide make sure that you follow a chronological order! Failure to do so will result in confusion for both you and your witness. If something is mentioned that you think does need further clarification but is not relevant at that point make a note and come back to it. 
When asking the questions try to make them as ‘open’ as possible. Remember the 5 W’s , Who,Why,What,Where & When. Each require an open answer.

Also don’t be afraid to challenge their re-collections or assertions. Better that you do then rather than record what you want to hear and have it challenged in court! 

Statement content 

The first few lines of any statement should provide some background on the person making the statement. Given that many of your statements will revolve around your business this may then include the persons job title, role and how long they have been performing that role. Where relevant it should also include qualifications, if those qualifications relate in someway to the matter on which the statement is being made.
If the witness has to later provide evidence it provides insight to the court as to how experienced or inexperienced the person is at what they do.  

Ordinarily you would say a statement can never be too full! True in many circumstances but you must tailor statements to the subject it is trying to address and what you are trying to prove. 

If you statement relates simply to electronic transactions that are being introduced into evidence it is clearly not necessary to describe the persons workplace. If however you are evidencing the personal submission of fraudulent claim forms to a branch employee it would be relevant to include information on the branch set up, how claims are accepted and stored, whether or not there is CCTV in existence etc. 

When describing a person start at the head and work down. Witnesses often provide far better descriptions if you focus them in on one area at a time and work down logically. Hair, eyes, nose etc. Don’t forget to include voice accents. 

Avoid terms such as medium, average build or height. What is average to the witness may not be to others. If necessary use yourself or others nearby as a measure and get a closer indication that way of height. Between 5’10 and 6ft is better than tall! 

When recording business processes make sure you get every part of the process recorded and where introducing exhibits i.e. claim screen prints, ensure that all of the information on the print is explained. All exhibits must, as well as being described have an exhibit number recorded beside it in the statement. (See exhibit guidance) 
Finally and most important of all remember this is the statement of your witness, not you!! It should then be in the language they would use. Do not use long complicated words if these are not words the witness would use, or worse still do not understand. (This is a common way of discrediting a witness account of events in court!)     

Concluding the statement 

Once you have completed the statement, read it back to the witness and then let them read it through. Make sure that they can read English!
Once they are entirely happy with the content get them to sign and date at the bottom of each page and on the declaration on the final page. 

You should witness each signature. 

If a mistake is noted this can be corrected by the witness crossing neatly through a word, initialling beside it and in the margin directly horizontal writing in the amended word and again initialling.  
